
Use of Offline Forms



Contractor Use Forms

• Production Report
• QC Report
• Initial Inspection Report
• Preparatory Inspection Report
• RFI Form



Government Use Forms

• QA Report
• Non-Compliance Notice
• Safety Inspection
• RFI Form
• Invoice Form
• Contact/Contract Information Form
• Modification Form
• PC Form



Sample Production Report

When you open the form you should see this box.  You need to 
click on Enable Macros for the form to perform properly.



If you do not see the box, you need to modify your settings in 
Excel as follows .

1 – Tools/Macros/Security 2 - Select Medium



Form View



Instructions and link location



To make the form work you must copy the link 
from your project to the excel spreadsheet





Then hit “CTRL” C



Click on this cell and hit “CTRL” + V.  The 
form is now set to import to your project.



Important Instructions to Be 
Followed Before the Form Is 

Imported
• After form is completed you should save the form.
• If the form will be used again, i.e. this is your 

template for additional forms, you should Save As 
for your next use.  You must do this before you 
click on the export button or you could damage 
the form and it will not work properly for future 
input.

• You can then import the form.   
• When done with the import close the spreadsheet.  

If you are asked to save changes select No.



1 - Save the form
2 - Save AS the form for next use
3 - Click on export button.  (There is also

a button on the bottom of the form)



All forms are preset to go to Training Project 1.  If you 
forget to modify the link, you will get the reminder below.  
This will help ensure you do not import data to the wrong 
project.  If you see this screen, just click on OK.  You will 
get and error message since you will not have rights to 
Training project 1.  Close the form, if asked do not save 
changes , reopen the form and change the link. 



Click on the blinking box as fast as possible!
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Need to add report date
Then hit save.



Please note this calculation does not work 
automatically for Total Hours when 
import forms are used.  (See next slide)



Clear the hour column and click on any 
other field.

Method 1 to get calculator working



1) Re-enter the number 
and 2) click on any field

Calculation now works



Click the “-” button to delete an empty 
row.

Method 2 to get calculator working



The calculation now works


